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Batch And Multi-Case Processing 
For Trustees 

 
 This document describes the process of filing documents using Batch and Multi-
Case Processing.  Both processes are used to docket the same type of document to different 
cases in one operation.  The basic difference is that the Batch feature enables the 
association of a different PDF file for each case, and the Multi-Case feature will use the 
same PDF for each case. 
 
 Assistance with common technical matters is available on the Courts website at 
http://www.ilsb.uscourts.gov/cmecffaqs.shtm or by calling the helpdesk at (618) 482-9075.  
Forms are available on the Court’s website: http://www.ilsb.uscourts.gov/procforms.shtm 
 
Batch Filings 
 
 Chapter 13 Trustee’s Memo Requesting Wage Order is a common example of a 
pleading used in Batch processing.  This feature allows different case numbers, and names 
as well as standard language to appear on each pleading.  The following steps illustrate the 
batch process. 
 
STEP 1 Login To CM/ECF 
 

· Use Internet Explorer 5.5 or greater to access one of the following CM/ECF 
links: 

 
· Train CM/ECF:  http://ecf-train.ilsb.uscourts.gov 
 
· Live CM/ECF:  http://ecf.ilsb.uscourts.gov 

 
· Click the “Southern District of Illinois – Document Filing System…” 

hyperlink.  (See Figure A.)  
 

· Enter your assigned login and password.  The “client code” is not necessary 
for filing documents.  Click Login.  (See Figure B.)  

 



 

US Bankruptcy Court Southern District of Illinois 
Page 2 

  
 Figure A 
 

  
 Figure B 
 
STEP 2 CM/ECF Main Interface 
 

· Once logged in, the important announcements page displays.  Click 
Bankruptcy.  Note the Bankruptcy main interface is divided into two 
sections: (1) Main Menu (2) Events.  (See Figure C.) 

 

  
 Figure C 
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STEP 3 Case Number Screen 
 

· Click Batch Filings on the Bankruptcy Events screen.  The Case Number 
screen displays.  (See Figure D.) 

 
· Enter each case number.  Press [Enter] after each case number. 

 
· Click Next. 

 

  
 Figure D 
 
STEP 4 Event Selection Screen 
 

· The Event Selection screen is used to specify the type of event that is being 
docketed using the Batch process.  This screen also provides an opportunity 
to verify the case numbers entered in STEP 3.  (See Figure E.) 

 
· Select the appropriate type of event. 

 
· Click Next. 

 

  
 Figure E 
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STEP 5 PDF Upload Screen 
 

· The PDF Upload screen is used to transfer an Adobe Acrobat PDF version 
of a filing to the Bankruptcy Court.  This PDF document will be associated 
with the filing in each case.  (See Figure F.) 

 
· Complete the following for each case:  

 
· Click Browse. 

 
· Change “Files of type:” to All Files (*.*).  (See Figure G.) 

 
· Change “Look in:” to the directory on your computer containing the 

PDF version of the filing. 
 

 NOTE: It is important to verify the correct document is selected. 
 

· Right-click the filename of the filing.  Click Open.  Verify the selected 
filing is the correct filing.  Close Acrobat. 

 
· Click Next when all of the files have been verified and uploaded. 

 

  
 Figure F 
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 Figure G 
 
STEP 6 Modify Docket Text Screen 
 

· The Modify Docket Text screen is used to modify the docket text associated 
with the filing.  Modify the docket text when necessary.  (See Figure H.) 

 
· Click Next. 

 

  
 Figure H 
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STEP 7 Final Submission Screen 
 

· The Final Submission screen represents the last opportunity to make 
changes before the filings are docketed.  (See Figure I.) 

 
· Review this screen carefully.  If the docket text is incorrect, click the 

browser Back button one or more times to find the screen to be modified, 
make the correction, and continue through the event.  To abort the entire 
transaction, click Bankruptcy on the main menu. 

 
· Click Next.   

 

  
 Figure I 
 
STEP 8 Notice of Electronic Filing Screen 
 

· The Notice of Electronic Filing screen is verification that the filings have 
been sent electronically to CM/ECF.  It certifies that the filings are now 
official court documents.  This screen may be printed if desired.  (See 
Figure J.) 

 
· Note the case number.  The case number may be clicked to access (via 

PACER) the docket sheet. 
 

· Note the document numbers.  The document numbers may be clicked to 
access (via PACER) the PDF version of the filing. 
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 Figure J 
 
Multi-Case Filings 
 
 The Multi-Case process is used to file the same (identical) document in multiple 
cases.  The document must contain standard “boiler plate” language which would apply to 
every case included in the process because the document and docket text will be identical 
in each case. 
 
 The Multi-Case process is not available in the Southern District of Illinois.   


